Employee Templates

Create templates under each Team with chosen Payroll Iltems and HR
Credentials. Templates can then be applied to new employees in the system.

Admin> Teams> Select team> Employee Templates> + to add new> make selections in Payroll Items and/or
Credentials sections> Save
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Optional Feature: Add rate to be applied to payroll item when
using template. Can override in employee chart.



Employee Templates

Once created, users can hover over the template’s Pay Rate and
Credential columns to see what selections were made in the template.
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90 day Evaluation, Annual Performance Evaluation, AZ Fingerprint Card + 1-10f1 S
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Training, Code of Ethics, Competency Evaluation, Compliance Pledge,

Coronavirus (COVID-19) Education Acknowledgement, COVID Vaccine
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Name Credentials Assessment - $0.00, Hourly G-tube - $0.00, Hourly IV - $0.00, Hourly

Pediatric - $33.00, Hourly Trach - $0.00, Hourly Vent - $0.00

Skilled Nurse 90 day Evaluation, Annual Assessment - $0.00, Hourly G-tube - $0.00, Hourly ...
Template Performance Evaluation, ...




Employee Templates

When adding a new employee to the system, apply the employee template
under the Skills/Discipline section. The chosen Payroll and Credential items

will be added to the employee chart.
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Employee Template

Skilled Nurse Template

Note: Users will see SetEmployeefTeriiplate
t h iS Wa rn i n g w h e n This will remove all currently selected rates and HR credentials, do

you wish to continue?

Note: Templates may only be
applied to new employees or
those who do not have any skills or applying a template

credentials already saved. to an employee. [=]




Employee Templates

Once the template is applied, the pay rates/skills and credentials will
automatically be added to the employee chart.
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